
ED 228 412

AUTHOR
TITLE

INSTITUTION

SPONS AGENCY

PUB DATE
NOTE
AVAILABLE FROM

PUB TYPE

EDRS PRICE
DESCRIPTORS

DOCUMENT RESUME

CE 035 495

Nasman, Leonard 0.
Postsecondary Business and Industry Needs Assessment
Model. A Model Package to Assess the Education and
Training Needs of Business, Industry, and Labor.
Research and Development Series No. 223.
Ohio State Univ., Columbus. National Center for
Research in VocationAl Education.
Postsecondary Education Alliance of Institutions/
Districts.
Mar 81
64p.
National Center Publications, Box U, The- Ohio State
University, 1960 Kenny Road, Columbus, OH 43210
(RD223-$5.10).
Guides Non-Classroom Use (055)

MF01/PC03 Plus Postage.
CoMputer ProgramsrDemonstration Programs;
*Educational Needs; Education Work Relationship;
Employer Attitudes; Employei Employee Relationship;
Guidelines;) *Models.; *Needs Assessment;.Postsecondary
Education; Program Development; *School Business
Relationship; Secondary Education; Training
Objectives

ABSTRACT
,

This document outlines a systematic approach to the
process of reviewing employer and employee training needs so that
postsecondary institutions can work closely with business, industry,
and labor (BIL) to meet these needs. It also contains sections that
review the rationale and development processes that provided a basis
for the model. The model is meant to fill the need for a
cost-effective, locally focused data collection system that will
Provide a basiS for a postsecondary institution to make decisions
relative to pre- and post-employment education and training programs.
The document is organized into three sections. Section 1 presents the
BIL Needs Assessment Model, which contains a systematic degign for a
needs assessment project along with.details regarding the procedures
to be followed. In' section 2, background'information relative to the
--deArelopment of the model is presented and the pilot,testing phase of
the'Koject is reviewed. Section.3 contains a copy of the original
docuMent presented to the technical' review panel. This document
presents the assumptions, rationale, and the review of existing'
models that provided 'the foundation on which the BIL Needs Assessment
MO-del was built. Also contained in section 3 are the computer
programs developed for the analysis of data generated:by the employei
survey. (KC)

***************************************4*******************************
* Reproductions supplied by EDRS are the best that can be made

from the original document.
***********************************************************************



RESEARCH AND DEVELOPMENT SERIES NO. 223

POSTSECONDARY
BUSINESS AND INDUSTRY

NEEDS ASSESSMENT
MODELcJ

co
A MODEL PACKAGE TO ASSESS THE

EDUCATION AND TRAINING NEEDS OF
BUSINESS, INDUSTRY, AND LABOR

A PROJECT OF THE
POSTSECONDARY ALLIANCE OF INSTITUTIONS/D1STRICTS

March 1981

Leonard 0. Nasman

The National Center tor Research in Vocational Education
The Ohlo'State University

Columbus, Ohio 43210

US. DEPARTMENT OF EDUDATION
NATIONAL INSTITUTE OF EDUCATION

E UCATIONAL RESOURCES INFORMATION
CENTER (ERIC/

This document has been repruduced as
received ,. from the person or organization
originating it.

... Minor changes have been rnade to improve
reproduction quality.

_

'it, Points of view or opinirms stated in this docu-
ment do not necessarily repre.sent official NIE
position or policy.

"PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

TO-THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC)."



THE NATIONAL CENTER MISSION STATEMENT

The National Center for ResearCh in Vocational Education's mission is to increase the ability
of diverse agencies, institutions, and organizations to solve educational problems relating to
individual career planning, preparation, and progression. The National Center fulfills its miSsion

by:

Generating knowledge through research

Developing educational programs and products

Evaluating individual program needs arid outcomes

Providing information for national planning and policy

Installing educational programs and products

Operating information systems and services

Conducting leadership development and,training programs



FUNDING INFORMATION

Project Title: A Model Package to Assess the Education and Traiping
Needs of Business, Inddstry, and Labor for Postsecondary
Institutions/Districts .,

Project Number: 363A-712905

Source of Contract: Ten- mernbers of the PoStsecondary Education Alliance of
Institutions/Districts: Caldwell Comrnunity College,
Hudson, NC; DallaspountY,Community College District,
Dallas, TX Kalemaioo Valley Cornmunity College;
Kalamazoo,M1; Hocking Technical College,.Nelsonville,
OH; Linn-Benton Community College, Albany, OR;
Milwaukee Area Technical College, Milwaukee, WI; North
Central Technical Institute, WauSau, WI; Northern.Essex
Community College, Haverhill, IVIA;-Orangeburg-Calhoun
Technical College, OrangebOrg, SC.Trident Technical
College, Charleston, SC

Contractor: The National Center for Research in
Vocational Education

Executive Director: Robert E. Taylor

Disclaimer: This publication was prepared pursuant to an agreement
- with members of the Posthecondary Education Alliance of

lnstitutions/Distrcts. The contractor was encouraged to
eXpress freely its judgmgnt in profeSsional and ter:hnical
matters. Points of view 'or opinions do Rot, therefore,
necessarily represent official Alliance 'position or policy. .

Discrimination Prohibited: TRIe VI of the Civil Rights Act of 1964 states: "No person in
the United States shall, on the grounds of race, color, or
national origin, be excluded frorn partraipation in, 'be denied
the benefits of, or be sutijected to discrimination under any
prograrn or activity receiving federal financial assistance."
Title IX of the Education Amendments of 1972 states:.."Nd
person in the United States shall, on the'basis of sex, be
excluded frorn participation in, be denied the benefits of, or
be subjected to discrimination under any education
progi-am or activity receiving federal financial assistance."
Therefore, the National Center for Research in Vocational
Education, like every program cr activity receiving financial
assistance from the federal government , must be operated
in compliance with these laws.



CONTENTS

Page

FOREWORD vii-

PREFACE ix

W.

B-I-L NEEDS ASSESSMENT MODEL 1

Introduction 1

Procedures 1

Assessment Team Responsibilities 10

Data Gathering Strategies 11

MODEL DEVELOPMENT 17

Introduction 17

Survey of RelatedMaterials 17

Preparation of Model Draft 17

Pilot Testing:
Orangeburg 19

Dallas .19

Waus'au 19

APPENDICES 21

A. Technical Panel Review Draft 21

B. Computer Coding Requirements and Program Listings 31

C. Pilot Test Workshop Agendas I
47.



FOREWORD

ContinuOus interaction between business industry and postsecondary Mstitutions is vital if
the institutions are to adequately serye thechanging needs of their community.

Realization of this-fact has led members of the National Postsecondary Alliance to combine
their resources to develop a systematic approach to the process of reviewing.the education and
training needs, of employers and employees. This publication is designed to assist postseCondary
institutions in meeting the challenge of identifying and responding to the constantly changing
needs of their constituent groups.

This project has been made, possible through the efforts and contributions of ten members of
the Postsecondary. Education Alliance of Institutions/Districts. The institutions participating in
hts project were: Caldwell CoMmunity College, Hudson, NC; Dallas County Community College
District-, Dallas,.TX; Kalamazoo Valley Community College, Kalamazoo, MI; Hocking Technical
'College, Nelsonville, OH; Linn-Benton Community. College,'Albany, OR;-Milwaukee Area
Technical College, Milwaukee, Wi; NOrtn.Central Technical Institute, Wausau, WI; Northern
Essex Community College, Haverhill, MA; Orangeburg-Calhoun Technical College, Orangeburg,
SC; Trident Technical Colleg.e, Charleston, SC. We wish to thank the individuals who' .

coordinated the pilot testing efforts at their respectiye institutions. These individuals were: Carey
Rector, Dallas Community College District; M. Patribk Black, Orangeburg-Calhoun Technical
College; and Russell Paulson, North Central Technical Institute.

Special thanks are in order to the National Center staff members who provided valuable
assistance in completion of this project. Scot Krause contributed to the .review of literature and
the design of the instrumentation used in the,model. Dr. Ronald Denison, Director of the
National Postsecondary Alliance, contributed to the initial conceptualization of the model, the
development and conduct of the pilot testing workshops, and to the overall management Of the
project.

Robert E. Taylor
Executive Director
The National Center for Research

----inNacationaLEdubation

vii



PREFACE

A majOr goal of posts 'condary institutions (community colleges, technical colleges, and

of providing the educational experience required for indiViduals to

bor force, To effectively achieve this goal,.it is necessary for
s. to work closely with Business, Inciusfry, and Labor (hereafter referred

.) to continually monitor employee education and training needs. To aid

embers of the National Postsecondary Alliance with, technical assistance

ter -for Research in Vocational Education, have developed this B.I.L. needs

technical institutes) is tha
enter and remain in the I
postsecondary institutio
-to by the acronym.B,I.
.in meeting this goal,
'from The. National Ce
assessment model.

This document outlines.a systematic approach to the process of reviewing employer and

employee needs. lt1aiso contains sections that review the rationale and deyelopment process

which provided a asis for the model;

The system resented is not meant.to duplicate or replace.the regional or state systems

designed to provide general planning information. Neither is it meant to replace specifiCally

focused-occupational or task analysis systems. Rather it is Meant to fill the need for a cost-

effective, loca ly focused data collection system that will provide a basis for a Postsecondary

.institution to make decisions relative-to pre- and post-emplOyment education and training

programs.

Sectiop I-presents the B.I.L. Needs Assessment Model which contains a systematic design

for a ne.eçfs ass ssment project along with- details regarding the:procedures to be followed...

Section I provides bacl5ground information relativeto the development of the model and . ,

contain a review of the pilot testing phase of the project. Section III contains a copy of the.

originajldocument presented to the Technical 'Review Panel (Appendix A). This document

review, the assumptions, rationale, and the review of existing models that provided.the

found tion on which the B.I.L. Needs Assessment Model was built, Also contained in Section III

are t e cornputer programs developed for the analysis of data generated by'the employer survey

(Ap endix B)..
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I. FILL. NEEDS ASSESSMENT MODEL

A. INTRODUCTION
This.model has been developed by members of the National Postsecondary Alliance with

technical ass,istance from the staff-of the National Center for Research.in Vocational Education at
The Ohio State University. The intent of this modeHs to provide a system designed to provide
specific information regarding the needs of local employerS and employees for the purpose of
local short-term decision making and program
planning.

B. PROC;EDURES
Although simple in principle, the process of determining the specific education and training

needs of-employers can result in the necessity of resolving feirly.complex issues and the
collection and analysis of extremely large volumes Of data. his desirable`to completely plan aria
organize each .activity as far in advance of execution as possible. Figure rprovidés an overview of
the B IL. Needs Assessment System. Each procedure is discussed below, and some processes
are dealt with-in more detail in separate sections. During the-pHot testing Phase Of the model
deVeloprnent, a nUmber of critical points arose that effect the outcome of a B.I.L. needs.
assessMent project, A discussion of theie issues will be induded within this procedures section,
as well as, in the analysis of pilot teF, efforts in Section II. The numbers of each .of the following
procedures correspond to the circleo numbers in Figure.l.

1. IDENTIFY B.I.L. PROJECT COORDNATOR
Due to- the desirability of distributing the workload of the B.I.L. needs assessment among a

number of individuals, it is necessary to identify an individual who will have the primary
responsibility of coordinating the-project.

2. DETERMINEPROJECT OBJECTIVES
The specific.purpose or objeCtive-of the B.I.L. needs assessment project will vary from.

institution to institution and from' one applibationpf the model to the next. Because the degree of
rigor that is applied to various procedures will determine the appropriate application Of the
results, it .is important to clearly and specifically state the objectives.at the outset. For example, If
the prima-ry objective is to identify possible expansion programs, the selection of employers to be

------Sartipie-d-Woilld be-different tharlif the objective is improvement.of existing programs. In the
latter case,. it would be more useful to include a greater percentage of employers who have hired
program graduates than in the former.

rypical objectives for application of the model might include:

Identification of short-term special training program needs of local companies in office
ccupations (or any other program area). .

Providing a basis for determining if program content balance is appropriate for the
current job market.

1



FIGURE 1
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Identifying areas where program expansion (or reduction) appears in order.

Identifying areas where new programs might be added.

Identification of appropriate levels of training.
Determination of possible public relations problems.

Providing a data base for decisions relative tO scheduling (or program location).

It will be very tempting to try to meet a maximUm number of objectives with each apPlication
of the model (some would say "more bang for the buck"). If one yields to this temptation, it is
likely that the project will either sink under the weight of the volume of data collected, or be
stretched too thin by attempting to cover an excessively broad scope of content. Our pilot testing
suggests that it may be impossible.to develop otlactives that are-too narrow for a particular
applicationof the model.

3. IDENTIFY AND TRAIN NEEDS ASSESSMENT TEAM

The needs assessment team is the group that will have maximum influence on the quality of
r the project. It has been observed that the degree of commitment of team mernbers is to a great
deal influenced by how close they are tO applications Of the data collected. For example, a
division direCtor. will have more interest in develdping instruments and collecting data to be used
in division program expansion than in expanding continuing education offerings. Of course, the

.r'eVerse is also true. Even though this may appear to be a statement of the obvious, in at least
one pilot test site, sOrne assessment team menifiers were leis than enthusiastiC about collecting
data for other sectors of the college. Even though there were other logical reasons for selecting
these individuals, the process suffered from a basic human factor. Also, because the greater the
"ownership" of the.project design:the greater the commitment to the task, the needs assessment
team should be involved as'earlY as possible in the resolution of procedural details and issues.

Training for the team Should include an Overview of the.project, clarification of aH
terminology used in the d -.a collection instruments, and if the interview technique is selected, a
series of practice interviews. These should be folloWed by a group session where experiences of
team members are shared, and collected data is reviewed and Coded to ensure consistent
application of, the intervieW instrument.

4..SELECT OCCUPATIONAL AREAS FOR STUDY

The selection of otcupational areas has two aspects. The first was dealt with in some degree
in the section on objectives. it may be that the application of the B.1.L. needs assessment model
will be limited to one specific occupational area. This is especially.suggested for the institution's
first experiince. The second aspect of occupational areas relates to employers and instrument
design.

Even a very limited survey results in an intrusion and burden on the employer. Some surVey
instruments reviewed in the development of this model contained long all-inclusive lists of job
titles or training topics,,and required the employer to wade through'a.large volume to report
information relative to those few that were'applicable.. Ideally, one wOuld only ask questions of
an employer that were directly applicable. This would require thata separate instrument be
developed for each employer, which is unrealistic. The compromise suggested is to identify the
'major occupational areas or clusters and develop a version of the instrument for each area. The
employers to be surveyed are placed in groups correspOnding to the occupational areas
identified, and the instrument will have a grcsater degree of relevance in each application.
Because of the design of the basic instrument iormat, having 8 cm' 12 versions of the instrument
does not cause difficulty in coding-or procesAng the data kir analysis.

.
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employers to be surveyed are placed in groups corresponding to the occupational areas
identified, and the instrument win have a greaLl.r degree of relevance in each application.
Because of the design of the basic instrument format, having 8 or 12 versions of the instrument
does not cause difficulty in coding or processing the data for analysis.

5. DETERMINE DATA COLLECTION AND SAMPLING STRATEGIES

There are three basic data collection techniques commonly used to collect data in this type
of project. They are the person& interview, the tel.ephone survey, and the mail survey. The most
effective form is the interview. It also provides the greatest opportunity for positive public
relations benefits and increased institution/employer communications. The Telephone survey
may be a desirable substitute for the interview in the case where the employer is small enough to
have the required data on the "tip of the tongue." An example might be a shop where only 3 or 4
employees have been hired in the last 5 years. If a large number of employers are to be
surveyed, a mailed survey may be the only affordable alternative. However, the rate of response
to mailed surveys of this type is rarely very high. Additional details on these survey techniques
may be found in a later section.

6. IDENTIFICATION AND SELECTION OF EMPLOYERS

At this point, a list of employers to be surveyed should be prepared for each occupational
area identified in number 4. The team win be divided into sub-teams for each occupational area.
Each employer included on the list should be assigned an identification number to be used in
coding later on. This number can identify type, size, or other relevant information. 7.or example,
4000 to 4999 may be health related, 5000 to 5999 forestry, 4100 could be a small clinic, 4900 a
large hospital, etc.

7, IDENTTY,JOB TITLES AND TRAINING TOPICS

For the purposes of this project the term "job title" shall refer to theoname of .the positions
for which the institution is (or might be) providing pre-employment edudation or training.

The purpose of identifying job titles is to provide a listing to be usnc On the 1-;i.L. Needs
Survey Instrument (see Figures 2 and 3). The job titles will appear in twp differen sections of the
survey instrument. The first includes those jobs for which the institution ,s pres7)r,ly preparing
people to enter. The second iS a list of those jobs for which the institutiot Pt. presently
preparing people, but might if a sufficient need exists.

The job titles should be kept fairly general (i.e., "Welder" rather than "Lincoln Welding
Machine Operator Ha"). This is because different jobs at different companies sometimes have the
same title, while the sarne job at different crvripanies sometimes has a different title. Keep in
mind that the purpose of this assessment ;, .dentify areas where modifications may be
required to meet ernployer needs. Once specific areas have been identified through this
assessment, the necessary details win be collected by means of a thorough occupational or task
analysis

Job titles may be identified by examination of program brochures, catalogs, discussions with
t ly program personnvt, and through input from adivsory committees. Each.job title listed should
be assigned a unique identification number'which will be used later :n coding and analyzing
data. Also, each instructional unit of the institution should be assigned an identification numl5er.
For example, 500 might refer to office occupations, 800 to industrial occupations, etc. If further

11



distiriction is required, 510 could refer to accounting, 520 to secretarial, etc. Each job title listed
should be cross referenced to an instructional unit,by placing the appropriate number in
parentheses following the fob title.

Typical jOb title listings might be as follows:

123. accounting clerk (510)
124, legal secretary (520) This numbering and cross referencing will allow for eaSier

anatysis and distribution of data at the completionof the project.

The term "training topic" refers to the identifying name Of the educ.'ion or training the
institution provides to an individual who is already employed..

The purpose of identifying training topics is to provide F. listing that will be the basis of Part
3 of the B I.L. Needs Survey Instrument (see Figure 4). The training topics should not include
those normally considered a part of pre-employment training, since this portion of the survey
deals only With in-service or in-house education needs of emPloyees.

Efforts should be made to include innovative and non-traditional topics in this section. Also,
it is assumed that employers will contribute additional topics at the time data is being gathered.

Each training topic listed should be assigned a unique identification number. Also, each
topic listed should be followed by a number in parentheses that provides a cross reference to an
instructional division, program, or unit.

8.. CUSTOMIZE SURVEY INSTRUMENT

The next step in the-procedure is to develop a "customized" version of the survey instrument
for eacnpreviously identified occupational area, The format for the B.I.L. survey instrument has
been developed with an attempt to include all necessary information without overwhelming
employers by requiring large amounts of difficulty to obtain data. The instrument is divided into
three parts (to understand the rationale and basis fOr the development of these parts, you should
review Appendix A, Technical Panel Review Draft).:The first part, shown in Figure 2, deals with
employee reCruitment data. The lines under the heading "job (!itle"should be completed by
adding job titles identified in nui-nber 7. Only those job.titles for which the institution is currently
preparing people to enter should be listed in Part I: A different version of Part Number I should

'be prepare for each different occupational area identified in Number 4. Each varsion of the
instrumenfshould be identified by placing a number in the designated place in the upper left
corner.

The second part of the survey instrument, shown in Figure a, deals with jobs for which the
. institution might develop pre-employment training programs if employer needs are substantial.

The lines under the heading "job titlemust be cbmpleted. Typically this listing of job titles will
:be much shorter than in Part I. There should be no duplication of job titles between Parts I and 2.
;In both sections, space should be provided for the employer to add job titles to the list.

The third part of the Survey instrument shown in Figure 4, deals with those special courses
and training topicSthat the institution provides for those already employed. Once again,the
primary difference between Part 3 and Part I and 2 is the first two parts deal only with pre.,
employment training, while Part 3 focuSes on in-service training for employees. To complete Part
3, the team should add the list of training topics developed in Section 7 to Part 3 of the
instrument.

5
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FIGURE 2
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FIGURE 3
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FIGURE 4

PART 3EMPLOYEE TRAINING NEEDS
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During the, process of customizing the instrument, it will be tempting to add other
"interesting to know" items. If the survey instrument is modified, the computer programs
provided elsewhere in fhis document will no longer be usable. Also, the purpose of this model is
to provide a general needs sensing. If an attempt is made to use.the system to conduct an
occupational analySis, one ot two things is sure to happen. Either the results will be too
superficial to be useful,.or the instrument will grow so complex and burdensorne that it will be
unmanageable.

9. COORDINATE EMPLOYER LISTS AND INSTRUMENTS

At this point the sub-tearns from each area should meet together and revieW emplOyer lists
and customized Survey instruments. If different groups have identified the same employer,
coordination is required to prevent duplication of effort. Undoubtedly, some of the same job titles
or training topics will, appear on the different versions of the instrument. When this occurs, the
identification numbers must be adjusted so.that whenever a particular job title or training topic is
used, it is identified with the same numerical code.

10. ASSIGN DATA COLLECTION RESPONSIBILITIES AND DEADLINES

Each team member must have a clear understanding of'responsibility. Every employer to be
surveyed must be assigned to a specific team member. Realistic deadlines for data collection
should be established, and the project coordinator will be responsible for seeing that established
deadlines are met. This operation is much like a chain in that any single broken link will cause a
failure.

11. DUPLICATE SURVEY INSTRUMENTS

Once the coordination of ernployer lists and survey instruments is complete, the required
number of instruments will be thiplicated. It may be desirable to color code the various versions
or parts of the instrument for ease in application or later processing.

12/13. COLLECT DATA/CODE DATA

Each team member should be responsible both for collecting and coding data. There are
several reasons for thit. One is to spread the coding burden out rather-than dump the entire load
on one unfortunate individual. Another reason is that it will provide.the team member with an
opportunity to begin to observe general trends and engage in a kind of informal preliminary
analysis. Also, it will cause errors in completing,the instruments to beminimized. It was
discovered in the pilot testing that, in spite of preliminary training and discussion, some team
members placed checks where there should, have been a number and vice versa. By having the
team members involved in coding, this problem will be resolved early.

If it has beeo decided to use the computer programs supplied in this document for analysis
of data, detailed instructions for cdding are contained in Appendix B.

14. PROCESS AND ANALY±E DATA'

Appendix B provides instructions for coding of data, computer programs (written in SPSS -
Statistical-Package for the Social Sciences), and typiCal computer.output for analysis of data. Jf
this will not be used, the project coordinator should make arrangements as soon as possible
after step Number 9 to arrange for fhe development of computer programs and coding.
instructions. It is suggested that preliminary computer runs with dummy dafa be made, and the
computeroutput be reviewed.pnor to coding and running the data collected.

9
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15. DISTRIBUTE PROCESSED DATA TO INSTRUCTIONAL UNIT LEADERS

The numeri,Cai cross referencing of job titles and training topics with instructional Units
makes it possible to prepare separate data sets for each unit leader (division director, dean, lead
instructor, etc.). Providing this "unit specific" data.will increase the impact and effectiveness 6f.

the project.

16. MAKE PROGRAMMATIC DECISIONS
At this point, the objectives should be reviewed relative to the data collected and the

subsequent analysis. This data will support the decision making process.

C. ASSESSMENT TEAM RESPONSIBILITIES
The following section has been prepared in a format .that allows it to be separately

reproduced and distributed.

17
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RESPONSIBILITIES OF B.I.L.
NEEDS ASSESSMENT TEAM

IIntroduction
A major goal of your institutiOn is to provide the educational experiences required for

individuals to enter and remain in the work force. To effectively achieve this.goal, it is necessary

ito continually monitor the education.and training needs of business, industry, and labor (B.I.L.).

The B.I.L. needs assesernent project you are involved in hes been developed as an importarit step

in the process of maintaining the optimum effectiveness of our educational program.

1

.

.' The B.I.L.Bit:. needs assessment system has three Major functions. First, to gather information

from employers relative to areas where our institution is currently preparing people for

employment. Second, to identify new areas where pre-employment training programs are

I.
needed. And third, to identify educational needs of emploYees already on the jobwhich cariiiie

met by our institution. . -,':?

\

The role of the B.I.L. Needs Assessment Team is to coordinate the assembling of information

which will provide the foundation for institutional decision making. The team has the following

specific responsibilities.

B.I.L. Needs Assessment Team Responsibilities
1. Identify the occupational or subdivisions of the study.

2. Identify and list jobs for which. the institution is currently preparing individuals to enter.

3. 'Identify and list jobs for which the institution might prepare individuals to enter if there is

a need and if appropriate changes (curriculum, facilities, staff, schedules, etc.) were

made.
4. Identify and list topics in which the institution can provide in-service education and

training for B.I.L. personnel.
5. Identify and select employers to be surveyed.
6. Customize survey instrument for various employer groups.
7. Collect and code data.
8. Review data summaries and make recommendations for further occupational analysis or

program development activities'.

D. DATA GATHERING STRATEGIES
,

There are three basic techniques that can be used td gather data for the B.I.L. Needs

Assessment. These are the personal interview, the telephone survey, and the mail survey. All,

three use the B.I.L. Survey Instrument (see Figures g, 3, and 4) as a basis for gathering the data.

Which technique to be applied will depend on'the nature of available resources, type and
geographic distributiOn' of employers, and employment patterns for different program areas.;

however, the personal interview will probabl yield the best results.

In the situation, for example, where a small nurnber of large employers absorb the majority
of program graduates, the personal interview will be relatively easy to utilize. On the other hand,
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when program graduates are spread among a large number of small employers and the employers
have few employees, the personal interview may be less feasible and the telephone survey- might
be most appropriate. The mail survey hat been used traditionally to obtain maximum coverage at
minimum cost. However, the mail survey frequently eliminates much of the advantage of the
B.I.L. needs assessment as a public relations tool.

Any of these techniques, of course, can be used together. For example, a Phone interview
may precede or follow-up the mail survey. Or, a personal interview may end with a request to
complete a survey instrument and return it by mail.

Personal Interview

The personal interview is the most interactive form of data gathering, and prov.ides an
excellent opportunity for'additional public relation activities on behalf of the institution.

Since asking sOmeone to spend time is the same as askiny them to spend money, it' it
important to plan the interview to be as time efficient as possille. The interviewer should make it
clear at the outset that the B.I.L. survey is not a request for heip, but that it is a means of
determining how the institution can be of maximum help to B.I.L. An appointment for the
interview will usually be made in advance by phone. If there is a significant time lapse between
making the appointrfient and conduGting the interview, a letter confirming the appointment
should be sent.

The BIW. Needs Survey Instrument provides the core for the interview. If the list of job titles
and training topics is longer than can be easily dealt with in an interview, or if some of the data
requested is not immediately available, it may be desirable to use the interview to introduce and
explain the survey instrument and leave it either to be picked up later or to be returned by mail.

Telephone Survey .

The steps in conducting the Business/Industry/Labor telephone and/or personal interview
are essentially the same at those for conducting the mailed questionnaire. Specific procedures
should be developed and tested to conduct thit part of the assessment.

Training is important before the interviewer can successfully conduct an interview. Each
interviewer should receive an orientation to the employer needs assessment, knowledge of
interview procedures, and practice in Interviewing before usable data can be collected.

The advance practice gives each interviewer an opportunity to evaluate his/her performance.
Theinterviewer can gain insight into handling of the questions, recording interview data and
potential problems. Practice wilt allow performance to become standardized and reach the
desired level of objectivity and reliabHity.

When the call is placed, the interviewer should carefully prepare the respondent. The
purpose of the research should be explained with.emphasis on how the respondent -wHI benefit
from the survey. In addition, the interviewer should be instructed how to refer questions or
problems which they cannot answer to persons who can deal with, such matters quickly and
effectively.

Finally, emphasize that all interviewers must be aware that personnel officers or other
business/industry representatives are typically very busy. Therefore, at the Scheduled time of the
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appointment or call, the interviewer shOuld be prompt and should not waste the respondent's
°valuable time by conducting an unnecessarily lonq interview session.

Telephone SurveyInstructions

1 Make sure you have the following tools available: Area telephone directory, Writing
material(s), Survey instruments.

2. Organize materials and tools to the best advantage for your work.

.3. If the local business does not answer, call the next business ori the list. Record all local
businesses that do not answer.

S.

When the contact person answers, record the name of the Person responding and follow
the telephone script provided.
If there are any difficult questionstr problems, refer them to (name) at (name of
institution) for assistance. Telephone.number ext

If the contact person is not willing to partiCipate, ask him/her if.they would be willing to
complete a written survey at their convenience. If Yes, verify the propername of the
business, local address, and zip code.

7. For planning purposes, please mark:
(a) Who was called during the day
(b) Who did not answer
(c)ho agreed to Participate
(d) Who agreed to participate later'
(e) Who did not agree to participate

Telephone Script

(I) Good

(2) My name is
(3) I am calling for thelname of institution)...
(4) Is this (employer's name). (If not, ask to speak to the person or identify who you are

speaking to.)
The (name th institution) is conducting a sutveyi.to determine ways that the college
(institution) can most effectively serve the educational needs of.local businesses and their
employees. Would youte willing to help? It will take approximately ten minutes of your
time. (If YES, proceed to the Introduction..lf NO, ask if they would be willing to complete
a written survey at their convenience. We will supply the return postage paid envelope.

(5)

Introduction

Me survey ,s zivicteo into three parts. The first two parts ask questions about job titlesand/or descriptions identified by (name of inStitution) staff. The third part.asks questionsdealing with potential employee training needs. Starting with Part I, I would like to.read alist of jobs and ask questions c9ncerning each of these jobs.

(7) (first job title).
Note: If the employer questions this title, please explain that more specific titles will be

13
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(8)

(9)

decided upon in later discussions concerning necessary program and educational

offerings.

Approximately how many (job title) did you recruit last yearlf the answer is zero,

proceed to the next job title and follow entire sequence (8) through (II).

Do you expeCt the number of (iobititle) that your company will hire in the next few years

will be increasing, remain stable, or decrease?

(10) Of that nuMber (noted in question #8), how many were from our institution?

(117 Please nbte which of the following are sources of new employees with this job title: (I)
persons with n.o experience or training, (2) high school graduates with vocational
training, (4) graduates from other postsecondary institutions, (5) B.S. or higher degreet,

(6) from other companies:

Note: PROCEED THROUGH OTHER JOB TITLES FOLLOWING THE SAME SEQUENCE.

(12) Are there any other job titles that were not mentioned for which you have recruited
graduates Of our programs? (If YES, repeat Same sequence as above.) Record this

information in the space provided on the bottom of Part I.

Okay; let's proceed to Part 2.

(13) In Part 1, we talked about.job titles where (name of institution) is already providing

training. In Part 4, I would like to read a list of jobs that our institution might need to.

provide training and ask questions concerning each of these jobs.

(14) Considering (job title), about how many new employees per year would you recruit from

our school with each of the following levels of education: (a) associate degree (2 yrs.),

(b) certificate (I yr.), (c) a special course offering.

(15) Do you expect that the number of (job title) that you will'hire in the next few years will

Increase, Remain stable, or DecreaseT-

Note: PROCEED THROUGH OTHER JOB TITLES.FOLLOWING THE SAME SEQUENCE.

Part 3.

(16) The third part of the survey asks questions about what type of in-house employee
training our institution could help you with. For example: (give several brief examples). I

would like to ask you about several possible topics that your employees rnight be

interested in.

(17) Approximately how.many of your employees would be interested in (training topic)?

(18) Approximately how.many hours per month involvement would be required?

(19) What would be the best time to offer this course? (a) AM, (b) Noon, (c) PM, (d) Evenings,

(e) Saturday.

(20) Of the following locations, which one would you prefer? (a) at the job site, (b) at an area
facility, (c) at our campus?
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Note: PROCEED THROUGH OTHER POSSIBLE TOPICS USING THE SAME SEQUENCE

(21) Are there any other possible offerings you might suggest? (Repeat same sequence.
Record at bottom of Part 3.)

Mailed Survey

A commCm technique used for data gathering is, the mailed survey. The B.LL. Needs Survey
Instrument has been designed so ttiat with the addition of a cover letter (a sample cover letter
follows this section) it can be used in a mailed survey.

The critical concern with a mailed survey is to obtain a maximum percentage response.
Experience has shown that the following can influence the percentage of responses:

::The difficulty of responding.
'Providing a "stamped" or "bUsiness reply" envelope makes response easier. Also

.\ ;customizirig,the list of job titles to minimize the length of the list that apply to each.
\company will shorten the instrument an6 make it apPear easier tO complete..

The quaHty of the presentation.
A smeared blurry instrument that is copy number 200 from a spirit master duplicator will
probably generate less response than a sharp, clean off-set press copy on attractive
paper. Sloppy presentations frequently result in sloppy responses.

The degree of ;Mpersonality of the:request,
A "to whom it may concern" letter from "the committee" will probably result in a lesser
response than a "Dear Jarie Jane-thank you,'Fred" letter. A preliminary and/or follow-up
phone contact will decrease the impersonality of the request and increase the response.

Bribes.
Although we,might not like to admit it, bribes:frequently work. For example, some
researchers have included-a packet of instant coffee with a message somethihg like
"Have a cup of 'coffee on me! ... and while you're drinking your coffee, please complete
the enclosed survey form." There may be other college-related gimmicks that would
increase the response rate. How aboUt tickets to an upooming college event. Or a pen or
pencil stamped with the school name (Everytime they use it, they will feel guilty if they
haven't completed the survey).

*Follow-up.
Follow-up either by phone or mail will usually increase the rate of return. A sample cover
letter for a mailed siirvey follows:
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Date

LETTERHEAD

Name
Address'
City, State, Zip

Dear

An important function of (name of institution) is to provide education and
training for the Business, IndustrY, and Labor community. To do so effectively, and thus provide
maximum benefits to your organization"we must continually upgrade our information regarding
employer/employee education and training needs. We would appreciate it very much if you could
supply the necessary information by completing the,enclosed survey instrument and return it to us
in the stamped envelope by (date)

You will notice that the survey form is divided into three parts. The first two parts deal with
jobs for which we provide (or might provide) pre-employment training. We realize that the figures

you provide are approximations which are subject to change, but aggregated data from a number of
employers will help us improve our program offerings in this area. The third part of the survey deals

with topics that might be of mutual benefit to you and your employees. We expect this information
to enable us to increase our eduCation and training services to your organization. Please feel free to

add any titles or topics we may have omitted from our lists.

(Optional Paragraph)
As a token of our appreciation for your assistance, we would like to provide complimentary

tickets to (dramatic production, concern, sports event, etc.) which will be held on (date). Please call

(contact person, phone number) for further details.

If you have any questions or comments regarding our survey please feel free to call (name,

phone number), our project coordinator, for assistance. We expect that the results of this survey
will enable us to improve our service to the community. Thank you for your cooperation.

Sincerely,

(signature of chief executive officer)

CEO/pa
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MODEL DEVELOPMENT

A. INTRODUCTION

Members of the National Postsecondary AllianCe identified a number of priority areas for
emphas-is-and cooperative efforts'. One of these Priorities was the development of a Model that
could be applied by an individual institution at the local level to assess,the .educatiOn and
training needs'of business, industry, and labor. To deal with this priority, ten Postsecondary
Alliance members joined forces to provide financial and personnel resources to develop such a
mode. Staff members of The National Center for Research in Vocational Education provided
technical assistance for the project. Three of the ten participating alliance members agreed to
serve as pilot test sites for the model. The members participating are shown in Figure 5.

B. SURVEY OF RELATED MATERIALS

The first step in the development of the model was to review available materials to identify'
those that Might be adopted. or adapted for Use in the model. This review was conducted in June
1980 by National Center staff. It was determined that *there was not a great.deal of material
available that had specific application for postsecondary institutions. A complete discussion of
the materials reviewed is contained in Appendix A.

C. PREPARATION OF MODEL DRAFT

After completion of the survey and review of relevant materials a draft document was
prepared and submitted to the project Technical Panel. This panel consisted of a representative .

from each participating institution, arid several leaders from business and industry. The business
leaders were selected from a list of nominations from the participating institutions.

The Technical Panel Review Draft (see Appendix A) was mailed to the panel members along
with a copy of a review draft evaluation form. Panel members were encoUraged to direct any
questions regarding the draft to National Center staff by telephone, as well as to submit written
evaluative comments with the evaluation form.

The comments of the Technical Panel were reviewed and analyzed, and a pilot test version
of the model was prepared. A review and discussion of the pilot test was included in the agenda
of the National Postsecondary Alliance meeting September 14-17,1980 at the National Center
facilities in Columbus, Ohio.

D. PILOT TESTING

Three of the ten participating institutions agreed to serve as sites for pilot testing themodel.
These institutions were: Orangeburg-Calhoun Technical College, Orangeburg, South Carolina;
Dallas Community College District, Dallas, Texas; and North Central Technical Institute, Wausau,
Wisconsin. The original plan was to conduct the pilot tests before the beginning of the fall term.
Due to delays in collecting and processing funds from all participating institutions, however, pilot
testing was delayed due to institutional commitments to fall term registration., staff development
activities, etc. Pilot testing was completed as the three sites during the fall of 1980.
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FIGURE 5

NATIONAL POSTSECONDARY ALLIANCE
B.I.L. Project Participants

I nstitu ti^n

Caldwell Commur ty
College

Dallas County Community
College District
(Pilot Test Site)

Hocking Technical College

Kalama:oo Valley
Community College

Linn-Benton Community
College

Milwaukee Area TehnicaI
College

North Central Technic&
institute

(Pilot Test Site)

Northern Essex Community
College

Orangeburo-Calhoun
Technic& College

(Pilot Test Site)

Trident Technic&
College'

Liaison

Dr. Donald P. Altiari
Dean of Educational

Development
Caldwell Cornmunity

Collage
P.O. Box 600
Lenoir, NC 28645

Mr. Carey Rector
Dallas County Community

College District
701 Elm Street
Dallas, Texas 75202

Mr. James Patrick
Asiistant to the President
Hocking Technical College
Nelsonville, Ohio 46764

Dr. Marilyn J. Schlack
Dean of Instruction
6767 West 0 Avenue
Kalamazoo, Michigan 49009

Dr. Robert Adams
Vice President for Planring

and Development
Li.ln-Benton Community College
6500 S.W. Picific Blvd.
Albany, Oregon 97.321

Ms. Laura J. Strain
Special Assistant

to the District Director
Milwaukee Area Technical

College
1015 North Sixth Street
Milwaukee, Wisconsin 53203

Dr, Russell Paulsen
Administrator
Research, Planning 64

Dovelopment
North Central Technic&
Institute
100 Schofield Avenue
Wausau, Wisconsin 54401

Dr. Corinne Grise
Northern Essex Community

College
100 Elliott Street
Haverhill, Manachusetts 01830

Mr. Pat Black
Orangeburg-Calhoun Technical

College
P.O. Drawer 1767
Orangeburg, SC 29115

Ms. Mary Allen JolleY
Vice President for

Development
Trident Technical

College'
P.O. Box 10367
Charleston, SC 29411
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Technical PanII Mmber

Mr. Dan B. Wortman
Directpr of Industrial

Relations
Bernhardt Industries

= 1839 Morgonton Blvd., SW
Lenoir, NC 28645

704/758-9811

Mr. Ed Lieb, Plant Manager
AMSTAR.=
Stark Industrial Park
Charleston, SC 29405

803/744-1646



1. ORANGEBURG-CALHOUN PILOT TEST

Orangeburg-Calhoun Technical College serves a multi-county area of rural South Carolina:

A total of 60 employers provide the majority of job openings in the area. The college is organized

into 8 divisions including Continuing Educafion, and 25 different regular instructional programs

are offered.

Staff members from the National Center met with Orangeburg-Calhoun needs assessment
team. members on September 29-30,1980 to initiate the Orangeburg pilot test. Several area
Postsecondary Alliance institutions sent observers to this two-day workShop. The morning of the

first day (see Appendix D for agenda) was devoted to providing the assessment team with an
overview of the rationale for the model, and procedures to be followed in conducti.ng the
employer survey. During the afternoon of the first day, the Orangeburg team identified major
clusters of similar employers (health, industrial, etc.) and developed customized survey
instruments for each cluster area. On the morning of the second day, the team went out and
conducted interviews with several employers. That afternoon, the group reconvened to share
experiences and make any required modifications in technique or strategy.

The interviews of employers continued during the fall term as'staff-time was available.
Interviews were completed with 48 employers, and survey forms were returned to the National
Center for coding and computer analysis in mid-December. Extra copies of the computer
printouts were made and returned to Orangeburg for local analysis.

2. DALLAS PILOT TEST

The Dallas Community District serves a populafion of several million people in 'he Dallas
metropolitan area. Seven separate campuses, each With its own ad,ministrative organization, are -
coordinated through a central district office, The area contains over 50,000 major employers.

The Dallas pilot test was initiated by National Center staff ori October 8-9 1980. The

Occupational Deans from each of the seven -campuses met on October 9 and were provided with

an overview of the project. It was determined that a combination of a mailed survey and

interviews with a selected sampling of employers would be most appropriate. The4Dccupational

Deans reviewed a coMputer printout of Dallas area employers, and eac'h accepted 'responsibility

for conducting interviews in their immediate geograOhical area. The-mailed survey was

codrdinated at the central district office and waS distributed to approximately 4000 area

employers; About 100 of the mailed survey instruments were returned which when combined with

interview data provided a total of 235 employer r'espoises.

Since the Dallas Community College District has a large computer with access to the
Statistical Package for the Social Sciences (SPSS) program and a computer terminal, which
could be used for program and data entry in the central district office, it was decided to use this
facility to process employer responses for analysis.cA preliminary computer printout, containing
data from employer interviews, was sent to the NatiOnal Center for review in early November.

3. WAUSAU,PILOT TEST

North Central Technical Institute is located in Wausau, Wisconsin and serves a combination
of a mid-sized urban and rural population. It has about three dozen regular associate degree
progra,-n F,. along with an extensive community outreach program'.
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The pilot test was initiated on October 22-23;1980, in meetings with the National Center staff.
It was decided to use outreach progrem coordinators for the needs assessment team because of
their strong contacts with area employers. The team met on October 22 and was provided with
an overView of the project and guidelines and procedures for conducting employer interviews.
The team identified several local employers for trial interviews and scheduled them for the
morning of October 23. After these interviews were completed, the team met again October 23 to
compare notes and to finalize the data collection plan.

Because of local information needs, the survey instrument format was adjusted to add
additional items of local interest. The order of the instrument sections was also adjusted to fit
local procedures and interviewer style. These changes resulted in the need-to make
modifications in the computer programs used to analyze the data.

Copies of completed survey instruments from 45 employer interviews, along with a deck of
computer cards onto which survey data had been punched, were received at the National Center

in late December. The data cards from one part of the survey had to be repunched due to
variations in card punch/reader alignment. The responses were processed at The Ohio State
University computer center and computer printouts'were returned to Wausau for local analysis.,

c
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Introduction
A major goal of postsecondary institutions (community colleges, technical colleges, and

technical institutes) is. that of providing the educational experience required for individuals to
enter and remain in the labor force. To effectively achieve this goal, it is necessary to work
closely with Business, Industry, and Labor (B:LL.) to continually monitor employee education
and training needs.

The primarY objective of this project iS the development of a Model to assess the education
and training needs of business, industry, and labor.

,

Background Information -

A survey was made of recent literature pertaining to needs assessment, manpower training,
needs, occupational training needs, and other related, topics. This survey provided a background
for the development of the B.1.L. needs assessment model. Appnedix MistS thepublications
reviewed. The publications reviewed included general reviews of needs assessment techniques,
e.g., Witkin, Adams, and Ahmann; sUggested methodologies.for heeds assessments, e.g.,
Fishkind, Atteberry, Russell, Alvir, Busha, Tucker,'arid Cinkel; and reports of needs assessment
projects, e.g., Bordini, Koch, Gray, and Arnerican ManageMent Resources, 'Inc. Many of the
needs assessments reported in the literature focus, on general public school needs'inadding
students', teachers', parents' perceptions of needs. Many of the methodologies related to
projecting labor market trends have generally been developed for state-wide planning purposes.
Relatively little was found that focused on Business, Industry, and Labor needs to be addressed

by postsecondary institutions.

There are two general approaches to determining libor market trends. One is to. use existing'
data as gathered by State Employment Security departments or other sources of labor market
statistics. The other is to survey employers directly requesting information about numbers of
employees, turnover rates, future projections, etc. In either case, the resultant "job openings"
data are compared with vocational program enrollment data to determine if the proper balance
between supply and demand exists.

In a study which focused on vocational and technical training needs in the Jacksonville,
Florida area, Fishkind (1976) compares the results of the two types of studies applied to the same

, county for the same time period. One of these studies (by Tucker & flowell), used existing labor
market data; while the other (by McFarland) surveyed employers directly. Ashkind compares
projected het jobs from both studies in several program areas as,follows:

Projection of Job Openings 1974-75

OCCUPATION TUCKER & ROWELL McFAR LAND

Stenographers and Typists 239 1$35

Clerical 231 7,732

Welders 94 2,059

Mechanics 206 2,284
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Fishkind notes that in general,.labor market surveys tend to underestimate, while employer
surveys tend to overestimate job openings. He also points out some weaknesses in each type .of
projection. Independently of the question of the acCuracy of the data, it would seem that job
opening projection information alone is inadequate for specific postsecondary program planning.

Several reports and studies utilize survey instruments to be distributed to Business, IndustrY,
and Labor which solicit comprehensive-data such aa: number of full- and part-time employees,
projected openings each year for the next five years, turnover rates for the last two years,
beginning salary ranges, degree of in-house training, title of person filling out forms, etc. (see
Cinkel, Koch, and Fishkind for examples). The data:from these instruments is typically reported
in the aggregate. One difficulty in aSsembling and using employer needs data noted by a number.
of authors is the fact that this data is recorded or arranged by the Dictionary of Occupational -

Titles (DOT), United States Office of Education (USQE), cit Standard Industrial Code (SIC)
numbering systems and job titles, depending on the source of data. The data must be translated
into local.program descriptors to be applied.

Let us examine the possible application of data provided by the typical labor needs
assessment to a postsecondary setting. If a community or technical college administrator knows,
for example, that there-aro 1200 openings in the region for welders, what then? Clearly, more
information is needed before decisions can be made to continue, expand, or reduce the
institution's welding program. Let us add information that shows 800 students are currently
enrolted in postsecondary welding programs. Now we can see that therels -a difference of 400
between the supply, and demand and there appears tO be a need to increase the supply by either
recruiting more students into existing programs or by adding a new welding program, But
unfortunately, it's not that easy, How many of the1200 openings require postsecondary training
as opposed to openings that require no training, are only Open to experienced welders, oi
require a bachelor of technology degree? Therefore, we must add entry-level education
requirements to our labor market data. Now let's say that of the 1200 openings, 600.require
postsecondary training. Since there are 800 students enrolled, it seems that there is an over-
supply. Well, not necessarily. It may be that200 of those students are already working fulktime
as welders and are enrolled for upgrading rather than training for new Positions. So, we need to
add mare data on the labor supply side of the equation we're trying to balance.

Now suppose that after assessing student interest and intentions, we diatover that there are
'600 students enrolled in welding whose intentions are to seek employment upon completion of
their studies, and there are 600 openings in welding. Although the supply/demand equation
appears balanced, it is possible that local industrial expansion (or contraction) could quickly
alter the balance. Also, the introduction of robotic Mechanical welding MachineS could influence-
training needs-in the immediate future. There is another complicating factor. Suppose 600
Openings exist and 600 students are enrolled. What if students are being trained to do
submerged arc welding, but local companies are hiring gas welders, or-TIG, or M1G, or
automated wire feed, or electron beam Machine operators? If the reader is not yet overwhelmed,
multiply the amount of data required to make decisions about welding by the hundreds of
different job openings in any particular region, None of the studies or publications reviewed
appear to supply data with the specific detail required for postsecondary decision making.

Of the needs assessment models and methodologies reviewed, many simply specify the
nature-of the data required and note possible sources of this data. Some models provide
instruments.with long lists of job titles from the DOT or USOE program codes,and request.
information from the business community sucties: number of employees, turnover rate,
education requirementsemployment Projection by year, etc. This information' is frequently
reported In a large matrix of job titles, employMent projection; etc. and left for the user to
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decipher and apply. In some instances it is aggregated and reported in generacategories such
as "industriat occupations" or "health related."Mh.ere reported, the percentage of responses to
these instruments froril the business community. is usually quite low (less than 30 percent).

The most sophisticated approaches to needs assessment reviewed attempt to include all
aspects of regibnal economic forecasts, labor market trends, and.labor supplY information in a
complete matrix and apply statistical techniques such as mUltiple regression to analyze and

,Synthesize thed.ata. Although these methods 'may be appropriate for a state or regional study
with significant resources and expertise, they maji be difficult for an individual.postsecondary
institution to apply. They also,may not provide the type of: informatiOn required for specific
decision making at the 'postsecondary program level. . .

Most needs assessment models have focused on entry level job openings. However,
postsecondary institutions provide education programs for employees and employers through
non-traditional short-term, in-house or in-service training. Information necesary for planning
these programs is increasingly important to postseCondary administrators. None of the
methodologies or models reviewed included significant attention to this area.

It is our conclusion from reviewing the.literature that,' although various components from
-several needs assessment models have application end are included in the proposed model, no
currently existing model has specific application to assessing the education and training needs
of business, industry, and labor to be served by postsecondary institutions.

Rationale for Proposed Model

,Rather than start with a global list of employment ,opportunities, target population, and-
- ,

economic factors and sift through the data to identify ways to articulate business, industry, and
labor with postsecondary institUtions, it might be reasonable to start with specific employer
needs that can.be met -by postsecondary institutions and work up to programmatic decisions
from there.

A humorist once pointed out that people can be classified into two groupsthose that
classify people into.two groups, and thcise that'dontt Although this might be a silly classification,
classifying things into two groups can provide a iogical basis for development. For example,
postsecondary institutions have two types of programsthose that are designed to prepare
individuals for_employment, and those that are not.!If they do not, we shouldn't bother them for
any more information. If they do, they either recruit from our postsecondary program, or they do
not. If they do, we need to know if the training was ;satisfactory. If they do not, and if we think
they should, we need to learrfsomething about the reasons for this. Some possible reasons are
other.recruiting sources, lack of communication about our program, poor program reputation,
etc. Some basic questions related to our program's that prepare individuals for employment that
should be addressed by a B.I.L. needs assessment Model are:.

1. Do employers recruit employees for jobs for which the postsecondary institution is
preparing people to enter?

a. Do they recruit from our program?

b. Which employers?
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C. Which jobs?

d. What is the employment trend?

We have classified r lstsecondary programs into two types and discusSed those that prepare
individuals for employmt. 9efore we discuss the second type, let's look at.jobs. There are two
types of job openingsthose for which poStsecondary education is desirable, and those for
which it is not. The second type is-of no,concern, however, there are two types ofjob openings
for which postsecondary education is -desirablethose for which we already have programs, and
those for which we do not. We hav.e already dealt with the former, but the second type leads to
the following questions:

2. Would employers recruit employees from our institution in new program areas if they
were added?

a. How many per year?'

b. For which jobs?

c. What level of education would be required?

d. What is the employment trend?

Now let us claSsify people into two typesthose who are not employed, but would like to be,
and those who are already employed The needs of those not employed that can gain
employment through postsecondary programs will be met either by existing programs, and
answers to questions under number one above, or through identification of new programs,and
answers to questions under number two above. There are, however, needs of those,already
employed that can be met by the postsecondary institution. This is the group, by the way, that
seems to get missed by most Of the published needs assessment models. By posing questions
relative to this group, we will also be dealing with the second type of programs, those not
leading to employment, that we classified earlier. Here, are some questions that the B.I.L. model
should address in this are:

3. Are there employee education needs that can b&met by postsecondary offerings?

a. What educational topics are needed?

b. What is the current vs. desired employee involvement?\

c. How much time should the education program take?

d. When and where should the education take place?*

Assuming that the B.I.L. needs assessment model should be concerned with pebble, job
openings, and programs, the model will be useful if it provides'information that will help answer
'the questions raised above. Other assumptions on which the model should be.based are: that,
labor market data must be.as fresh as possible, it is of relatively little value to gather data on job
openings for whiCh employers are unlikety to recruit employees from..the postsecondary
instituion, 'and data must ,be gathered that will help assess B.I.L. needs other than in the area of
pre-employment training.
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Although specific information regarding patticular occupational emphasis is required for
postsecondary planffing (i.e., should the weldin program focus on;arc, gas, MIG, or TIG), it
must first be.determined if there is a need for a pOstsecondary program at all. The model should
address the more general question of program need and identification of probable employers.
Once a decision has been made to add, expand, or upgrade a specific program, then the B.I.L.
needs assessment model should be followed by application of traditional 6cCupational or task
analysis techniques. The needs agsessment model will focus exclusively on employer education
and training needs. It should be noted that although student interest surveys, community needs
assessments,- teacher/counselor staff perceptionS, evaluation of advisory committee activities,

etc. are important considerations in postsecondary plannin9, they are outside the scone of this

model.

Proposed Model Segments

The following segments are suggested for inclusion in the B.I.L. Needs assessment model.

1. Guidelines and procedures for selecting and training a local B.I.L. needs assessment

team

'2. Data gathering instrument
')

3. Employer sampling strategy

4. Statistical analysis package (computer program)

5. Data review procedures

Proposed Data-Gathering Instrument

Based on the disbussion in the section "Rationale for Proposed Model," the, following
information will be solicited through the data gathering instrument:

1. Whether or not an employer recruits employees in a particular occupational area

2. How many employees are recruited from the pOstsecondary institution

3. Performance level of postsecondary graduates recruited .

4. Other sources.of employee recruiting (high school programs, experienced personnel,
non-experienced personnel)

5. Employment trends as perceived by,employer

6. Identification of jobs for which there Currently is no training program at the
postsecondary institution, but for which employees indicate a pre-employment training
need

7. Education level required for jobs identified in number six

.8. Employment trends for jobs identified in nuMber six

9. Employee training needs that can be addressed by the postsecondary institution

10: Numbers of employees potentially involved In topics identified in number nine
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11. AmoUnt of employee time to be spent'on topics icantified in number nine

12. Information regarding preferree'scheduling of postsecondary offerings (time and
location)

To gather the above information, a three part draft instrument has been prepared and
follows:
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.AND PROGRAM LISTINGS



1. CODING INSTRUCTIONS

Figure 6 shows Part 1 of a sample completed survey instrument. fgure 7 shows how the
instrument in Figure 6 would be coded onto a standard 80 column'coding sheet (not all 80 columns
are used). Each line on the coding form represents one line on the instrument. Column assignments
for data use are as follows:

COLUMNS INSTRUMENT ITEM

1 4 Company identification number

5 8 Job title

9 11 Instructional unit identification
number

12 14 Approximate number recruited
last year

15 Estimated employment trend

-16 18 Number recruited from our
institution

19 . No experience or training

20 High sChool graduate

21 'High school graduate with
vocational training

22 Other postsecondary institution

23 B.S. or higher degree

24 Other companies

25 Type of data-collection
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FIGURE 6
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Figure.8 shows part 2 of a sample survey instrument. Figure 9 shows how the instrument
shown in Figure 8 would/be coded. Column *assignments for part 2 dataare as follows:

COLUMNS INSTRUMENT ITEM

1 4 Company identification number

5 8 Job title

9 11 Instructional unit identification
number

12 14 Associate degree

15 17 Certificate

18 20 Special course

21 Estimated employment trend

22 Type of data collection
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Interviewer

FIGURE 8

SAMPLE SURVEY INSTRUMENT
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Figure 10 shows part 3 of a sample survey instrument. F igure 11 shows the coding for this
instrument. Column assisgnments.for part 3 are as follows:

S.

COLUMNS INSTRUMENT ITEM

1 4 Company identification number

5 7 Training topic

8 10 Instructional unit identification
number

11 13 Appropriate number

14 15 Approximatetotal hours

16 AM

17 Noon

18 PM

19 Evening

20 Saturday

21 Location preference

22 Type of data collection
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FIGURE 10
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2. TIPS FOR READING SPSS OUTPUT FOR THE B.I.L. PROJECT

The SPSS. (Statistical Package for the Social Sciences programming language contains
labeling capabilities that allow the output to be interpreted fairly easily. Following are a few tips
to aid in reading SPSS output.

1. VARIABLES and VARIABLE LABELS

The key to all statistical manipulations in SPSS is to identify variables. Each item' on the
original survey instrument will be called a VARIABLE and be assigned a VARIABLE NAME. Since
variable names are limited to 8 or fewer characters, a VARIABLE LABEL of up to 40 characters is
created to further identify the variable. All SPSS Calculations are done by specifying the variable
narne and the statistical method to be used. ,

2. VALUES AND VALUE LABELS

Each variable will take on.one or more VALUES. The value is the numerical information
associated with a variable. For example, the variable TRTOPIC (the label for this variable name is
"Training Topic") has as many different values as there are training topics on our list. When the
value of TRTOP1C is 2, the response (or training topic) was "hydraulics." When the value is 113,
the response was "office skill,",etc. The values and associatediabels appear-ori the SPSS output
for each statistical procedure.

3. DOCUMENTATION

A master listing of VARIABLES, VARIABLE LABELS, VALUES, AND VALUE LABELS has
been provided in the section tabbed "Documentation." This list helps identify ail ariables and
values that appear in the SPSS program.

4. FREQUENCIES

The FREQUENCIES program is SPSS provides reporting of total responses and percentages
.for each variable. This is not an important output for the B.I.L: analysis, but does provide an
opportunity to check out responses item by item and check for possible "strange" coding. Figure
12 shows part of a frequency table. "Absolute freq." refers here to the number of times each
trainihg topic was noted. "Relative freq." is the 'percentage of all cases on file, arid "Adjusted
freq." is the percentage of those that actually responded to this item. If there is no response to
an item, it was left blank on the survey instrument and is identified as "missing" on the SPSS
output. "Cum. freq." is a cumulative total of the "AdjUsted freq." column, and only has meaning
when the items are listed in a meaningful-order.

lo Figure 12 it can be seen that "hydraulics" was noted 4 times which is 1.9% (4 =207 x 100)
rounds off to 1.9%.

5. BREAKDOWN
-

The BREAKDOWN subprogram provides a. very useful output for our B.I.L. project, Figure 13
shows the variable DESINVNO (number of people),broken down by training topic and company.
The mean, standard deviation, and variance are automatically included in all breakdown tables,
but have no application in this example. The columns marked "SUM" and."N" are important,
however.
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First of all in Figure 13, we can see, that the total of all training topics of 1,817 (see "For Entire
Population" - "SUM"). If we focus on a particular topic, for example "time management," we see
the possibility of the involvement of 49 people, and how this total is distributed between the four..
companies that expressed interest in this training topic.

6. CROSSTABS

TheCROSSTA.BS subprogram.allows us to compare any twO variables and to determine the
number ot common responses, the row percentage, the column percentage, and the total
percentage., In Figure 14 a crosstabulation of "Training Topic" with "preferred time.' All training
topics are listed down the left side of the table and the preferred times across the top:Each cell
in the table contains the four numbers Mentioned above. The upper left corner of the table
shows the relative position of each number in the cell.

If we select the topic "Gust. relations" we can see that 2 respondents preferred AM, I PM,
and 3 EVENING. Also, the row percentage shows us that 50% of those interested.in "Cust.
relations" preferred EVENING, and that this repreSents 2.7% of all those that preferred EVENING.
Because there-are a large number of training topics'listed, this table extends for 15 pages of .

priritout. By checking column totals we can see-that of the 174 responding, 64.9% or 113, would
prefer EVENING and only 0.6% (1) selected, SATURDAY.

As you review the examPles shown, notice that all output was .generated by reference to
VARIABLES, and that simirar tables canbe produced for any other survey item simply by
substituting the desired variable name and -rerunning, the program. Also, any standard
mathematical expression rn6y be used to combine or Modify existing variables into new
variables, which can in turn be treated with any of the methods discusSed.

3. SPSS PROGRAM LISTING

Figures 15, 16, and 17 show the SPSS prog'ram listings for the three parts of the survey
instrument. It will be necessary to make several modificationi to adapt the program for each
application. The RUN NAME line must be changed to reflect local application. The VALUE
LABELS for program-identification, company name,. job title, and training topic will be different
for each institution.

If separate output is to be produced for each instructional unit as in Figure 16, the *SELECT
IF instructions must be modified to reflect local program identification numbers:
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FIGURE 15
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APPENDIX C

PILOT TEST WORR-SHOP AGENDAS
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AGENDA

Pilot Test WOrkshop
for the Assessment of

Business and Industry Needs
Orangeburg-Calhoun County Area

September 29-30, 1980

Monday:September 29, 1980

9:00 a.m. Welcome; Coffee Groomes

Involvement in Project., Black

Project Overview Denison; Nasman

1. Background
2. Objectives of Project
3. Ratibnale for Project
4. Description of Pilot

test Procedures

Break

10:30 a.m. Committee Introduction

10:45 a.m.

12:30 p.m.

. 2:00 p.m.

1. , Membership Black

2. Responsibilities Denison; Nasman

Preliminary Activities
1. Job Title Identification
2. Training Topic Identification
3. Employee Identification

(employees have been selected)

Lunch Break

Collection of Data and
Use of,Instrument

..1. Strategies
2. Selection
3. Survey Practice and IntervieW Style

3:30 p.m. Break

4:00 p.m..1

Team

Denison; Nasman

Review and-Questions Denison; Nasman
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Tuesday, September 3Q 1980

9:90 a.m. Wet in Board Room

9.15 a.m. - Team members will call on one
industry during morning hours

9:1.5 a.m. National Center group will meet with
others to Review Data Reporting
Formats

1.-COding and Keypunch Instruments
2. Overview of Computer Program
3. Computer Outprt Options.

1:00 p.m. Report tack to Board Room
1. Survey. Employee Sample
2. Review
3. Proceed with Assessment

r.
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DALLAS PILOT TEST WORKSHOP

October 19, 1980

Introductions

I. Pioject Overview
A. Background

1. National Postsecondary Alliance
2; Project Objectives
3. Model Organization -

a. Survey of Literature
b. Technical Panel Review
c. Pilot Test
d. TEchnical Panel Review
e. Model Dissemination

B. Model Rationale
1. Traditional Approaches
2. 'Local Focus of B.I.L. Model
3. Questions to be addressed by B.1.L. Model
4. Overview of Pilot Test Procedures

II. Pilot Test Organization
A. Steering Committee Membership and Responsibilities

B. instrumentation Work Session
1. Job Title identification
2. .Training Topic Identification
3. Employer Sampling Strategy

C. Data Collection Work Session
1. Interview Techniques and Practice
2. Phone Techniques and Practice

III: Data Reporting Format Review
(For Key PersonnelWill take place while interviewersare trying-out data gathering
techniques)
A. Coding and Keypunching Instruments

B. Overview of Computer Program

C. Computer Printout Options

IV. Pilot Test Debriefing
A. Review of Procedures

B. ,Recommended Alterations

C. Final Directions
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North Central Technical Institute
Research, Planning & Development
October 17, 1980.

BUSINESS, INDUSTRY, LABOR (B.I.L.)

Needs Assessment Project
National Alliance for Postsecondary Vocational Education

'Wednesday, October 22,1980

8:30 a.m. 10:00 a.m.

10:00 a.m. 11:00 a.m.

11:00 a.m. 2:00 p.m.

2:00 p.m. 3:00 p.m.

3:00 p.m. 5:00 p.m.

Thursday, October 23, 1980

830 a.m.

10:00 a.m.

October 22723, 1980

Alliance Staff meet with Dr. Paulsen and Mr. Day

Orientation Project Overview

Survey Design and Data Gathering Strategies,
Schubert, Roberts, Lalor, Druckrey, Day,
C. Owens, Bychinski, Fredericksen, Paulsen
Michlein '

Interviewing procedures

Interview conducted

10:00 a.m. Interviews conducted

Review Data Reporting Format Schubert, Roberts,
Lalor, Day; Paulsen, Michlein

12:00 noon Revielk 'of Interviews,
Analysis of Results
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WAUSAU PILOT TEST WORKSHOP

Oct Ober 22723, 1980

Introductions

Project Overview
A. Background

1. National Postsecondary Alliance
2. Project Objectives
3. -Model Organizkion

a. SurveV of Literature
b. Technical Panel Review
c. Pilot Test
d. TEchnical Panel Review
e. Model Dissemination

Model Rationale
1. Traditional Approaches
2. Local Focus of B.I.L. Model
3. Questions to be addressed by B.I.L. Model
4, Overview of Pilot Test Procedures

II Pilot Test Organization
A. Steering Committee Membership and Responsibilities

B. Instrumentation Work Session
1. Job Title Identification
2. Training Topic Identification,
3. Employer Sampling Strategy

C. Data Collection Work Session
1. Interview Techniques and Practice'
2. Phone Techniques and Practice

Data 'Reporting Format Review
For Key Personnel Will take place while interviewers are trying out data gathering
techniques)
A. Coding and Keypunching Instruments

B. Overview of Computer Program

C. Computer Printout Options

IV. Pilot Test Debriefing
A. Review of Procedures

B. Recommended Alterations

C. Final Directions
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NATIONAL POSTSECONDARY ALLIANCE
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College
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of Chicago
Chicago; IL
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College District
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Dallas County
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District
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District
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Community College
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Linn-Benton
Community College
Albany, OR

Maricopa County
Community College
Phoenix, AZ

Midlands Tech.
College
Columbia, SC

Milwaukee Area Tech.
College
Milwaukee, W1

Mississippi Gulf
Coast Junior College
Perkinston, MS

North Central Tech.
College
Mansfield, OH

North Central
Tech, Institute
Wausau, WI

North Dakota State
Schoof of Science
Wahpeton, ND

Northern Essex
Community College
Haverhill, MA

Oakton Community
College
Des Plaines, IL

Orangeburg-Calboun
Tech. College
Orangeburg, SC

6 4

Quinsigamond
Community College.
Worcester, MA

St. Clair County
'Community College
Port Huron, MI

San Joaquin Delta
College
Stockton, CA

School of Tech.
Careers, S. I. U.
Carbondale, IL

State Fair
Community College
Sedalia, MO

Trident Tech.
College
Charleston, SC

Triton College
River Grove, IL

Utah Technical
College
Provo, UT

Walla Walla
Community College
Walla Walla, WA

Washington State
Community College
District 17
Spokane, WA

Williamvort Area
Community College
Williamsport, PA


